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WHAT ARE JOS A IPS ? 



© Job Aids are r .ended to be stand-alone, step^by-step procedural guides which 
we hope will r ..rmit you to turn out quality instructional products quickly 
and easily, We also hope that they will be equally useful to individuals at all 
experience levels of the instructional systems development process. 

e Job Aids are intended to address real needs. Prior to the d eve io omen t of the 
Job Aids, instructional technology personnel (individuals like yourself) at the 
U.S. Army Signal Center and the LLS, Army Engineer School were surveyed to 
determine specific ISD needs— those are:-; in which they had the greatest need for 
assistance and information- Emphasis wz$ placed on satisfying these needs in the 
development of the Job Aids, 

o Job Aids use the same classification system for identifying the activities that 
must he performed in instructional systems development (ISD) as does 
TRADOC Pamphlet 350-30 (Interservice Procedures for Instructional Systems 
Development), 



WHAT IS THE CLASSIFICATION SYSTEM USEV W TPAVOC 
PAMPHLET 350-30 ANV JOB AWS? . — 

s TRADOC Pamphlet 350-30 suggests that instructional systems development be con 
ducted in five phases: 

— Analyze 
~ Desipi 

Develop 

— Implement 

— Control 

• For those of you who are unfamiliar with TRADOC Pamphlet 350*30 we suggest 
you read the brief description of each phase of the ISD process as shown in 
Table 1. In the TRADOC Pamphlet each ISD phase is divided into specific 
activities called ISD ! J ?s. Table 2 shows these ISD blocks and Table 3 shows 
the outcome of each k S 

? 1 y 

* Job Aids cover the activities required for the first three phases of the 
TRADOC Pamphlet (i.e., Analyze, Design, and Develop instructional systems). 
The Aids cover each ISD block within these phases except for ISD Block LI, 
Analyze Job, /' > 
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Table 1 

FIVE PHASES OF INSTRUCTIONAL SYSTEMS DEVELOPMENT (ISO) 



PHASE I 

ANALYZE 



THE FIVE PHASES ARE" 



Inputs, processes, and outputs in Phase \ ire all based on job information. An inventory i>f joe 
talks is compiled and divided into two groups: tasks not selected for instruction and tasks 
selected for instruction. Performance standards for tasks selected for instruction are determined 
by interview or observation at job sites and verified by subject matter experts. The analysis of 
existing course documentation Is done to determine if all or portions of the analysis phase and 
other phases have already been done by someone else following the ISO guidelines. As a final 
analysis phase step, the list of tasks selected for instruction Is analyzed for the most suitable 
instructional setting for each task. 



Beginning with Phase II. the ISD model is concerned with designing instruction using the job 
PHASE II ana, VS'i information from Phase I. The first step is the conversion of each task selected for 
... _ _ _ ^ training into a terminal learning objective: Each terminal learning objective is then analyzed to 
DCwIGnl determ,ne learning objectives and learning steps necessary for mastery of the terminal learning 
obieeiive. Tists art designed fe te match the (earning objectives, A sample of students Is tested to 
insure that their entry behaviors match the level of learning analysis* Finally, a sequence of 
ins: yction is designed for the learning objectives, ' ; 



The instructional development phase begins with the classification of' learning objectives by 
learning category so as to identify learning guidelines necessary for optimum learning to take 
PHASE III p,aeg " Determining how instruction is to be packaged and presented to the student is 
accomplished through a medfa selection process which takes into account such factors as 
DEVELOP ,e3Fnm 9 category and guideline, media characteristics, training setting criteria, and costs. 

Instructional management plans are developed to allocate and manage all resources\fpr 
conducting instruction. Instructional materials are selected or developed and tried out. When 
materials have been validated on the basis of empirical data obtained from groups of typical 
students, the course >s ready for implementation. 



Staff training is required for the implementation of the instructional management plan and the 
PHASE IV instruction. Some key personnel must be trained to be managers in the specified management 
plan. The instructional staff must be trained to conduct the instruction and collect evaluative 
data on all Of the instructional components. At the completion of each instructional cycle, 
management staff should foe able to use the collected Information to improve the Instructional 
system. 



IMPLEMENT 



CONTROL 



Evaluation and revision of instruction are carried out by personnel who preferably are neither 
Du acc 1/ tn€ instructional designers nor the managers of the course under study. The first activity 
"rlASE V (internal evaluation) is the analysis of learner performance in the course to determine instances 
of deficient or irrelevant instruction. The evaluation team then suggests solutions for the 
problems. In the external evaluation, personnel assess job task performance on the job to 
determine the actual performance of course graduates and other job Incumbencs. All collected 
"data, internal and external, can be used as Quality control on instruction and as input to any 
phase of the system for revision. 

t o 
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Table 2 

ISD BLOCKS IN EACH OF THE FIVE ISD PHASES 

EACH PHASE ARE- 



PHASE I 



I,! 

I ANALYZE 
JOB 



PHASE II 



-► 



n j 

DEVELOP 
OBJECTiVES 



PHASE 1(1 — 



mi 

SPECIFY 
* LEARNING 
EVENTS/ 
ACTIVITIES 



PHASE IV 



-► 



PHASE V 



1.2 

SELECT 
TASKS/ 
FUNCTIONS 



1=3 ' 

CONSTRUCT 
JOB 

PERFORMANCE 
MEASURES 



1.4 

ANALYZE 
EXISTING 
COURSES 



1.5 

SELECT 
INSTRUCTIONAL 
SITTING 



U2 
> DEVELOP 
TISTS 



► 



n 3 

DESCRIBE 

ENTRY 

BEHAVIOR 



n.4 

t DETERMINE 
* SEQUENCE Is 
STRUCTURE 



m 2 

SPECIFY 
INSTRUCTION 
' MANAGEMENT 
PLAN 6 
DELIVERY 
SYSTEM 



► 



m.3 

REViEW/SELECT 

EXISTING 

MATERIALS 



m 4 

■ DEVELOP 
INSTRUCTION 



m 5 

* VALIDATE 
INSTRUCTION 



EI 1 

IMPLEMENT 
INSTRUCTIONAL 
MANAGEMENT 
PLAN 



» CONDUCT 
INSTRUCTION 



-► 



I.I 

CONDUCT 
INTERNAL 
EVALUATION 



JT.2 

CONDUCT 
EXTERNAL - 
EVALUATION 



S3 . 
* REVISE 
SYSTEM 



1 * 
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Table 3 

OUTCOMES OF ISO BLOCKS 



THE OUTCOMES OF THE BLOCKS ARE: 

*1 . . . a hit of tasks performed in a particular job. 
,2 . a lilt of tasks selected for training. 

*3 5 . a job performance measure for each task selected for instruction. 

.4. . . an analysis of the job analysis, task selection, and performance measure 
construction for any existing Instruction to determine if these courses are 
usable in whole or in part, 

I ,5 . selection of the instructional setting for task selected for instruction. 



, 1 , , a learning objective for and a learning analysis of each task selected for 
instruction. 

,2 . . test items to measure each {earning objective, 

-3 , v a test of entry behaviors to see if the original assumptions were correct, 
.4 , the sequencing of all dependent tasks, 

.1 . . . the daisif ication of learning objectives by learning category and the 
identification of appropriate learninjguidelines, 

*2 . . the media selections for instructional development and the instructional 
management plan for conducting the instruction, 

,3, , the analysis of packages of any existing instruction that meets the given 
learning objectives, 

.4 .. . the development of instruction for all learning objectives where existing 
materials are not available, 

*5 , , . field tested and revised instructional materials, 

.1 . , documents containing information on time, space, student and instructional 
* resources, and staff trained to conduct the instruction, 

JZ a completed cycle of instruction with information needed to improve it for 
the succeeding cycle. 



*1 . . , data on instructional effectiveness, 

.2 data on job performance in the field, 

*3 , instructional system revised on basis of empirical data. 
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WHAT SOURCES OF INFORMATION WERE USEV IN THE 
PEt/ELOPMENT OF JOB AIDS? 



* Job Aids are not just z re-hash of TRADOC Pamphlet 350=30, We use the 
same classification system for ISD phases and the blocks within the phases 

as does the TRADOC Pamphlet, However, the guidance an j information provided 
in the Job Aids come from a variety of sources, the TRADOC Pamphlet being 
only one such source, We have gathered information from any source that we 
could locate, If the information was judged to be good it was included in the 
Job Aids, In some instances the information in the Job Aid is based solely on the 
, educational technology experience of the project staff, 

• It is not within the scope of this Introduction to list all sources of information 
examined or used in the development of the Jcb Aids. However, in addition 
to TRADOC Pamphlet 350-30 examples of other sources of information would 
include the following types: 

— TRADOC Circulars 

— DA Pamphlets 

— Printed Guidance prepared by TRADOC Schools (e.g., U.S. Army 



Signal Center) 



— Army Research Institute Documents 

— HumRRO publications 

— Other military and civilian agencies 



WHAT JOB AWS ARE PRESENTLY AVAILABLE ANV WHAT VO 
THEY CONSIST OF? 



• There are thirteen Job Aids presently available. Each Job Aid is comprised 
°f two documents. A brief description of each is provided below: (A 
complete description of how to use each is given on the pages that follow.) 

— Descriptive Authoring Flowcharts . The Descriptive Authoring Flowcharts (usual 
referred to as Flowchart Manuals) are the primary documents used in the 

Job Aids. They direct the user to specific guidance, examples and references 
provided in the Job Aid Manuals 

— Job Aid Manuals, As stated above, the Job Aid Manuals provide the specific 
guidance, examples and references necessary to produce the product specified 
by the ISD Block they cover, In addition, each Job Aid Manual contains one 
or more Worksheets to use in the development of the product. 

• Another important part of the Job Aids package is of course the document 
you are presently reading, Introduction to the Use of Job Aids and Job 
Aid Resource Manual. 

• The specific Job Aids available are: (Flowchart Manual and Job Aids Manual 



for each). 




-Job 


Aid 


for Selecting Tasks for Training (ISD 1.2) 


— Job 


Aid 


for Conducting Tajk Analysis (ISD 1.3) 


— Job 


Aid 


for Analyzing Existing Courses (ISD L4) 


- Job 


Aid 


for Selecting Instructional Settings (ISD 1.5) 


- Job 


Aid 


for Developing Objectives (ISD ILl) 


- Job 


Aid 


for Developing Tests (ISD II. 2) , 


— Job 


Aid 


for Describing Entry Behavior (ISD IL3) 


- Job 


Aid 


for Determining Sequence and Structure (ISD II.4) 


- Job 


Aid 


for Specifying Learning Events and Activities (ISD IILI) 


- Job 


Aid 


for Specifying Instructional Management Plan and Delivery 



System (ISD IIL2) 

— Job Aid for Review and Selection bf Existing Materials (ISD IIL3) 

— Job Aid for Developing Instaaction (ISD IIL4) 

— Job Aid for Validating Instruction (ISD IIL5) 
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WHAT ARE THE MAIW PARTS OF THE FLOWCHART MANUAL? 

• Scari through a few pages of your Flowchart Manual, Observe the following: 

— Flowchart symbols used 

s Instructions or questions within the flowchart symbols 

— Supplemental information opposite most of the flowchart symbols 

— Flowchart block and page numbering system 

• For a complete description of each of the main parts of the Flowchart Manual 
see the pages that follow, ; 



WHAT FLOWCHART SYMBOLS ARE USEV W THE FLOWCHART MANUAL? 



• Flowchart Symbols 

- Only five symbols are used In the Flowchart Manual, These symbols and the 
instructions within them act as a road map to lead yqu step-by-step through 
the process of developing your particular product. We believe that after you 
have gotten used to using the Flowchart Manual you will find it a very useful 
control document. The five symbols used are as follows: 



c__) 



Start-Stop Symbol 



— Indicates either the start or stop 
of the activities called for in the 
Flowchart Manual, 




Decision Symbol 



— Indicates that you must make a 
decision at this point which will 
determine the path that you take 
thru the Flowchart Manual. 



Manual Symbol — Indicates that you are to refer to 
the Job Aid Manual for specific 
additional guidance or instruction 
shown in the symbol, 



Rectangle Symbol — Indicates an activity that must be 
performed but does not require 
specific additional guidance or 
instruction in the Job Aid Manual, 
(In some cases the user is given 
the option of going to the Job 
Aid Manual to see a completed 
' example of the activity called for 
in the rectangle symbol), 




Go To Symbol 



' Indicates a branch to some other 
flowchart block. The branch, will 
either be to a previously encountered 
block or will jump you over blocks 
that can be omitted, 
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WHAT INSTRUCTION IS FROUWEV WITHIN THE FLOWCHART 
SYMBOLS? 

* Each flowchart symbol except the Decision Symbol contains a brief statement 
of the activity that you are to perform. If this activity requires the completion 
of part of a Worksheet the specific part of the Worksheet will be identified 
(remember, each Job Aid includes one or more Worksheets), Decision blocks 
always contain a question that can be answered with a yes or no answer. The 

■ branch you take after the decision block will depend upon your answer. 



U/HAT IS THE PURPOSE OF THE SUPPLEMENTAL INFORMATION 
PKOt/IPEP IN THE FLOWCHART MANUAL? 



» The supplemental information that is located beside most of the flowchart symbols 
serves the following purposes: 

— Provides a more complete description of the steps or activities that must be 
performed in the ISD Block you are working in than does the flowchart itself, 

— Refars you to specific pages within the Job Aid Manual for specific guidance, 
examples and references needed for completing the activity called for in the 
flowchart block, (This is associated with the Manual symbol,) 

— For some flowchart blocks (rectangle symbol) examples of the completed activity 
are shown in the Job Aid Manual, The supplemental information indicates the 
specific page in the Job Aid Manual containing the example. However, the user 
has the option of going to the Job Aid Manual to see the example, (The Manual 
symbol, on the other hand, requires the user to go to the Job Aid Manual.) 

— Acts as an executive summary which will allow commanders and supervisors to 
obtain a picture of the activities required by the Job Aid without reading the 
entire Job Aid Manual, 



WHAT IS THE FLOWCHART BLOCK ANV PAGE NUMBERING SYSTEM? 

• The flowchart block and page numbering system is as follows: 

— Flowchart blocks are numbered so that they can be easily referred to. 

— The page numbers in each of the 13 Flowchart- Manuals are preceded by an 
identifying letter unique to a specific ISD Block, (E,g., The Flowchart Manual " 
pages for ISD Block .1.2 go from A-l to A-15 whereas for ISD Block L3 the 
Flowchart Manual pages go from B-l to B~15.) This same page numbering system 
is also" used in the Job Aid Manuals, 
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HOW VO I USE THE JOB AIP MANUAL AMP WHAT ARE THE 
MAIN PARTS OF IT? 



* It is unlikely that you will need to refer to every page in the Job Aid Manual, 
As previously stated, the Job Aid Manuals are used as supolements to the Flow- 
chart Manuals that direct you to specific pages within the Job Aid Manuals, 
Therefore, DO NOT ATTEMPT TO USE THE JOB AID MANUALS INDEPENDENTLY 
OF THE FLOWCHART MANUALS. 

* Scan through a few pages of your Job Aid ManuaL Observe the following: 

— Partial flowcharts shown at the top of pages 

— Questions written m script that appear on most pages 

— Completed, or partially completed examples of Worksheets 



WHAT IS THE PURPOSE OF THE PARTIAL FLOWCHARTS AT THE 
TOP OF SOME PAGES OF THE JOB AIP MANUAL? 

• When you are referred to the Job Aid Manual you will find a partial flowchart at 
the top of the Job Aid Manual page, You are to remain working _with the Job 
Aid Manual until you_co_rne to another partial flowchart, Then return to the 
Flowchart N^anual. 



♦ The partial flowcharts are identical to those shown in the Flowchart ManuaL 
They serve as -an additional reminder of the activity being dealt with at the 
moment. 



WHAT IS THE PURPOSE OP THE QUESTIONS WRITTEN IN SCRIPT 
THAT APPEAR ON SOME PAGES OP THE JOB AW MANUAL? 



0 The Questions written in script axe our way of tailing you what follows. They 
highlight such things as; 

— The purpose of performing a certain activity 

— How the activity is performed 

- What sources art available for .performing the activity and how good they are 

- What the Worksheet looks like after the activity is performed 

WHAT IS THE PURPOSE OP THE COHPLETEV OP PARTIALLY 
COMPLETED EXAMPLES OP WORKSHEETS?, 

As previously stated, every Job Aid Manual uses one or more Worksheets 
(located in a pocket at the back of the Manual). The Worksheets permit you to 
, produce (and document) the product called for in the ISD Block. 

• Whenever you are required to make an entry on a Worksheet an example of that 
type of entry will be shown in the Job Aid Manual and will usually be circled so 
as to make it stand out. It is hoped that these examples will give you a clear idea 
of what is required on the Worksheet. 
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WHAT VOES THIS ALL MEAN AW WHAT W T DO NOW? 



9 In this Introduction we have attempted to explain the following: 

— What Job Aids are 

— The classification system (ISD Phases and Blocks) used in the Job Aids 

— Sources of information used in the development of Job Aids 

r - 

— Job Aids presently available 

— A description of Flowchart Manuals ff 

— A description of Job Aid Manuals 

• If you feel that you have an adequate understanding of the above, return to the 
Flowchart Manual now . You will be referred to specific pages in the Resource 
Manual (the remainder of this document) as you need the information contained 
in them. Do not attempt to read the Resource Manual now, 

RETURN TO THE FLOWCHART MANUAL NOW- 
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JOB AIDS RESOURCE MANUAL 
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HOW CAN THE RESOURCE MM UAL HELP ME? 



% The purpose of this resource manual is to assist you in the formation of a data* 
based system for decision making in the Analysis Phase of the Instructional Systems 
Development (ISD), In order to make logical and objective decisions based on conditions 
and needs in the field, you must collect, organize, analyze, and document job significant 
dat (information), Such data includes many specifics under the broad categories of 
job uackground data, target population data, and critical task data. The specifications 
of specific data requirements and sources of this data should be part of the overall ■ 
Job Analysis Plan, 



WHAT ARE SOttc SOURCES OF JOB SIGNIFICANT VAT A? 

There are many sources of data to support a job analyse. 

These sources include such things "s: 
° Technical Manuals 
° F\M Manuals 
- Army Regulations 
» Circulars and Pharnplets 
a Programs of Instructicr. 
° Soldier's : muals 
0 Previous Task Lists 

© Documentation from the Systems Engineering Era 

o Reports from, outside agencies, i.e., Army Research Institute, HumRRO, 
and other military and civilian research organizations 

© Internal Research Reports 

° Tables of Organization and Equipment and Tables of Distrihi ,ion and 
Allowances 

° Civilian Publications (tech ucaJ journals and professional publications) 
© Equipment Modification Work Orders 

q CODAP (Comprehensive Occupational Data Analysis Programs) 
© Field Surveys 
q Panels of Experts 

WHICH SOURCES OF VATA ARE 1NCLUVEV W THE RESOURCE 
MANUAL? 

Each of the sources listed is useful for fulfilling specific needs in the Analysis Phase 
of ISD, The Job Analysis Plan should specify exactly which items of data will be needed 
and the recommended source(s) for each item, In this- way all the data can be accessed and 
ready for use as soon as it is needed, The jast three sources on the list, CODAP, Field 
Surveys, arid Consensus Groups or Panels, are frequently cited in the "Job Aids for 
specific items of information. How to use these soirees is the subject of this manual, 
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ill HAT 15 COVAPf 



To provide personnel managers and training managers with the reliable job data 
needed for job and task analysis, the Deputy Chief of Staff for Personnel has selected th 
occupational survey questionnaire for data collection and CODAP (Comprehensive 
Occupational Data Analysis Programs) as the system for processing, reporting, and anal- 
yzing this data. The combination r-f questionnaire and CODAP is currently being used 1 
all the L\S 5 Armed Forces to support their occupational survey and job analysis efforts, 
This an: ornate 1 data system provides information in such areas as; duties and tasks 
performed by ob and duty incumbents: types of equipment, tools, and vehicles uv -\ 
and maintained; special skills and knowledge which must he met by job incumbents, 
quality and quantity of training received or required; physical and mental demands: and 
special items pertaining to personal and job background information, work environment, 
and job satisfaction. 
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WHEN SHOULD COVAP REPORTS BE LLSEV? 



Whenever data has already been prepared by CODA? it should be used In preference 
to school conducted surveys in order to prevent duplication of effort. COD AP has the 
capability of supplying all your data needs. It is the responsibility of each Army service 
school to initially provide the Army Occupational Survey Program with :.he input it must 
have to supply your job analysis needs, and also to develop a job analysis plan which 
allows sufficient time to access the necessary data. 

Of particular use in job analysis are Group Summary Reports, The Job Aids 
suggest that you obtain these reports for documenting such information as: tasks 
performed in each duty position task for GPSUM6 report for your MOS), and percentafe 
of soldiers in the skill level performing each task (ask for GPSUM 2).* Given sufficient 
lead time CODAP can also make up special reports to provide ratings on task selection 
factors such as, 1 ; me to train CUE, consequences of inadequate performance, and proba- 
bility ,f emergency performance (ask for FACSUM report). 



HOW ARE COVAP REPORTS OBTAINED? 

In order to obtain CODAP data you should first check with your supervise- to see if 
the information you need has already been accessed. If it has not, write to: 

Commander 

US Army Military Personn . Center 
ATTN: DAPC-MSP-D 
2641 Eisenhower Avenue 
Alexandria, VA 22311 

or call: 

325=9272/9493 (AUTO VON 221-9272/9493). 

Allow at least three weeks for the reports to arrive at your school. The necessary 
lead time could be much longer if you are requesting special information which CODAP 
has not yet collected. It is recommended that you obtain the two official guides from 
MILPERCEN: the US Army Military Occupational Data Bank, and the US Army Occupa- 
tional Survey Program. 



•Keep in mmd that these percentages are based on the peacetime conditions in which soldiers are 
presently being surveyed. Adjustments should be made for combat tasks, 
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WHAT IS A FORMAL FIELD SURVEY? 



A forma! field survey is similar to the type of questionnaire survey conducted by 
the Army Occupational Survey Program, only it is conducted by instructional development 
personnel within an Army service school. 

The use of questionnaires permit:- the job analysis team to make limited contact with 
large numbers of personnel; thus large amounts of information can be collected at a rela- 
tively low cost. Questionnaires can be mailed to personnel who are asked to complete 
and return them, or they can be administered to croups of job incumbents and /or super- 
visors by local personnel who have the responsibility and authority to make sure all 
questionnaires are completed and returned, 



WHEN SHOULD FORMAL FIELD SURVEYS BE USED? 

Whenever time does not allow you to access information from the Army Occupa- 
tional Survey Program, an alternate data collection metnod may be used. Formal field 
surveys are suggested as an alternate data source in the ISD Job Aids, Should you decide 
to conduct a formal field survey be sure to obtain permission from MILFERCEN in 
accordance with the guidelines m AR 600-4 6, 
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HOW IS A HELD SURVEY QUESTIONNAIRE VES1GNEV? 



o Types of Questionnaires 

There are two types of questionnaires, the closed form and the open form We 
suggest using the closed form, which contains a list of possible items to be selected or 
blanks to be filled m with words or numbers. (For an example of a closed form ques- 
tionnaire, see Appendix A.) TMs form has several advantages over the other alternative 
the open form. It is likely to take a minimum amount of time to fill out thus increasing 
the chances that it will be completed and returned. The process of tabulating and mm- 
manzing responses is simpler and less time consuming than with an open form questionnaire 
Machine tabulation and computer analysis of the completed forms are practical when a 
large number of questionnaires is used. 

A properly designed closed form questionnaire is difficult to prepare The designer 
must be sure to include all possible responds expected from any of the soldiers who " 
will complete the questionnaire. The items must be constructed on the form so that 
they clearly communicate to the user exactly what the designer is trying to ask The 
greatest single problem with research methods is improperly worded questionnaires as they 
produce faulty data. If you intend to design your own questionnaires we suggest consult- 
ing the 10, lowing guides: 

Morsh. J.E. and Archer. W.8. Procedural guide for conducting occupational 
surveys in the United States Air Force (PRL-TR-67.il). Lackland Air 
Force Base. Texas: Personnel Research Laboratory, Aerospace Medical 
Division, Air Force Systems Command, September 1967. 

Jacobs, T.O, Developing < uestiannaire items; how to do it well Human 
Resources Research Organization (HumRRO), 300 North Washington Street 
Alexandria, Virginia 22314. ' 
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WHAT SHOULV BE WCLUVBV ON THE QUESTIONNAIRE? 



The details of the forms you use will be determined by: 

1. how you will tabulate and summarize the results, and 

2, what information you wish to collect 

How you will tabulate and summarize results will be determined by whether you 
have available a computer and other automated data handling equipment and by the 
number of people surveyed. To determine what information you wish to collect, you 
should consider the total data requirement for the training development process, These 
data requirements should be predetermined In the job analysis plan so that as much infor- 
mation as possible can be obtained in a single questionnaire survey effort. 

One note of caution about the design of your questionnaire is that you should keep 
the questionnaire as short as practical. In general, the forms should be designed so they 
can be eunipleieu in Iwu hours or less. One way you can save time on a complex 
task inventory 11 to list all tasks under their appropriate duty position title, This 
will permit the soldier to rapidly scan groups of tasks not performed and then pro- 
ceed to the next duty position. 



WHAT TYPE OF INSTRUCTIONS FOR COMPLETING AND 

ADMINISTERING THE QUESTIONNAIRES SHOULV BE PREPARED? 



After the formal field survey questionnaires have been written, the instructions for 
completing and administering the questionnaires should be prepared, These instructions 
should include: 



• For the user 



— an introduction explaining the purpose and 
importance of participating in the field survey. 



— general instructions explaining how the questionnaire 
is to be completed, 



© For the project officer 



general instructions regarding responsibilities, 



(When questionnaire is 
not self-administered) 



— specific instructions for administering the ques- 
tionnaire in a controlled environment, 



For examples of these types of instructions, see Appendix B, 
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HOW IS A SURVEY SAMPLE SELECTEV? 



You are now ready to select organizations and individuals to provide you with the 
needed job data. The complexity of the IOS, the availability and quality of published 
sources of job information, and the number of people in the particular job will determine 
how much and what kinds of information you need to collect. This will strongly 
influence the make-up and size of your sample. If the complexity and amount of required 
data are peat, the number of organizations and individuals interviewed will increase. As 
a general rule, your survey sample should be as large as possible. This is particularly true 
if you do not have personnel available with the responsibility and authority to assure that 
most of your questionnaires will be completed. You should make an attempt to obtain a 
sample that represents the distribution of individuals in the MOS according to command 
and skill level. Review of personnel records, either by personnel employees, members of 
your job analysis team, or your field representatives who will conduct the survey will be 
required to obtain data upon which to base choices for your survey, 

o In selecting UNITS for sampling, you should select units that: 

1. have at least a small number of job holders and supervisors who' do the 
particular job to be analyzed. Preferably, you should choose some units 
that have a relatively small number of job holders, and some that havo 
large numbers, 

2, are geographically and environmentally representative, 

^ In selecting INDIVIDUALS within the units, you should select a [Troup made up 
of individuals who: 

1. perform and supervise the job being analyzed 

2. perform with average satisfactory proficiency 

3, are representative in terms of length of time on the job 

4, are representative in terms of training, 

For certain types of information you will also want to choose at least a few job holders or 
supervisors who are acknowledged experts at the job, 
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HOW IS A QUESTIONNAIRE SURVEY CCrlVUCTzV? 

© Trial Run (Validation of Instruments) 

Before sendinp out the total number of questionnaires you intend using, you ma 
wish to send out a small number. This will permit you to check the initial results and 
possibly make some changes in your questionnaires or instructions. Then you will send 
out what you hope will be the total number of questionnaires required, 

o Group Administration 

The idt way to administer questionnaires is group administration. Where the 
local responsible official and his assistants schedule the administration he should do 

— Make certain that only eligible individuals are seated in the administration area 

— Read the administrative instructions 

~~ Provide any necessary assistance in completing the questionnaires 

— Return the completed questionnaires to the school 



o Individual Administration 

Often, particularly with individuals at remote stations, group administration is 
impractical. In these cases, it is sometimes effective to send the questionnaires to a 
responsible officer and request that they be returned by a reasonable suspense date. 
Careful attention should be paid to the instructions for administration or self- 
administration. If your command has no authority to require that a suspense date 
be met, then you must either obtain the concurrence of a command with that 
authority, or be willing to accept a reduced percentage return. 



• Return of Questionnaires 

How much confidence can you have in the validity of your questionnaire if you 
get less than a 100 percent return? Less and less confidence can be expected with each 
reduction in the percentage returned. What can you do if you are not satisfied with the 
percentage of returns of the questionnaires? We suggest you try the following: 

1) Send out more forms to different people and hope for better results. 

2) Recontact some of the fujt sample and try to encourage them to return 
the questionnaires, 

3) Visit a random sample of those who did not respond and compare their 
forced responses with the voluntary responses. Then you and your super- 
visors will have to decide how much chance you are willing to take that 
the data you have received presents a sufficiently accurate picture of the 
job as it really exists, 
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WHAT IS A PAMEL OF EXPERTS? 



Wi;.: this method a group of personnel, selected for their experience and knowledge 
of the job, is brought together to confer about the required job analysis data, Pnnels ma\ 
be made up of one or more of the following types of members: 

1 ) Subject Matter Experts (SMEs ) 

These are personnel found at your school who are acknowledged experts 
in the tasks* duty positions or MOS you are analyzing, They mav be 
found among instructors or ISP personnel who hold the MOS, SMEs 
may or may not have had recent field experience, 

2) Job Incumbents 

This group includes those who are presently holding the jobs/performing 
the tasks/ you are interested in, or who hav> recently held the jobs. The 
more recent the better. More than three years away from the field would 
disqualify a potential panel member, 

3) Job Superv isors 

This croup includes those who are presently or have recently \ within the 
past three years) supervised soldiers in the jobs/tasks you are interested in. 

Job incumbents and job supemsors may be found on the post where your school is 
located or at other locations. Check the TOEs and TOAs to find out where personnel 
may be assigned. While personnel assigned to your post are most conveniently assembled, 
they may not be completely representative of job incumbents/supervisors serving in other* 
locations. Also, they probably have been heavily burdened by school surveys, panels, etc., 
already due to their proximity to the school. Therefore, personnel from other locations * 
may have to be used, 



/ 
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OJHEN IS A PANEL USEVt 

Panels of experts are a good alternate data source when: 

— CODAP is not available 

— time and funds are inadequate for conducting, a field survey 

— the type of information required can be reliably provided by a small group 



WHEN ARE SUBJECT MATTER EXPERTS USED? 

With this method, a poup of highly experienced personnel is brought together to 
record and organ!:- the required job -lalysis data. This method is particularly useful in 
collecting job data on new jobs or on managerial and supervisory jobs where many of 
the most critical behaviors are not directly observable. Since the members of a panel of 
SMEs are experts in the MOS being analyzed, their collective effort should be decisions 
about the requirements of the job. In general, their greatest effectiveness is in evaluating 
and making decisions about job data that have been collected from other sources by 
other means. 



"MEN ARE RECENT JOB INCUMBENTS ANV/OR SUPERVISORS USEV? 

With this method, a group of job incumbents, job supervisors, or a combination of 
these, is brought together to provide information about their jobs. The primary function 
of this type of panel is to provide information about their jobs, not to make decisions. 
Another name for this type of panel is Consensus Group, 



HOW IS A PAWEL ASSEMBLED? 

The panel 15 a relatively inexpensive and easy approach to collecting data, Three to 
seven persons is the number recommended to make up the panel, Whenever possible, you 
Want panel members to be representative of different locations and types of units in the 
field. While many experts may be available within your school it is critical that their 
view£ be balanced by those of persons serving presently or recently in the field. If all of 
the panel members come from schools, there may be a tendency for the outcome to reflect 
what exists m training rather than what actually exists on the job. 
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JOB INVENTORY 

(DUTY TASK LIST) 
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IF A TASK THAT YOU PERFORM IS NOT LISTED ANYWHERE IN THE ENTIRE LIST, 
WRITE IT IN TNE BLANK SPACES BELOW 
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Appendix B 

ADMINISTRATIVE PROCEDURES 

FOR 

CLOSED FORM QUESTIONNAIRE 

Introduction (for user of questionnaire) 

General Instructions (for user of questionnaire) 

General Instructions (for project officer) 

Specific Instructions for Administering Questionnaire 
(for project officer when questionnaire is administered 
in a controlled environment, 
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TO* USER OF QUESTIONNAIRE 



INTRODUCTION 



TO THE NONCOMMISSIONED OFFICER: 

This questionnaire is part of a field survey designed to identify tasks for military 
police training. Its specific purpose is to obtain from you, the Noncommissioned Officer, 
information on task criticality and frequency of performance, Feedback gained from 
this questionnaire will play a major part in redesigning the Noncommissioned Officer 
Advanced Education System, The ultimate goal is to design training so that it reflects 
what we have learned from you in the field. This goal is possible only with your full 
cooperation. Consider each task listed in this questionnaire carefully and give your best 
response, Your contribution is essential to a successful survey, 



\ 
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TO: USER OF QUESTIONNAIRE 



GENERAL INSTRUCTIONS 



1, Complete this survey questionnaire within the time specified by your unit project 
officer and return it to him upon completion, 

2, Because instructions for completing each part of this survey questionnaire are 
different, read all instructions carefully. 

3, Part II requires that you supply biographical information. This information will be 
used to correlate feedback received from the field, Print all answers in the spaces 
provided on the appropriate survey questionnaire page, 

4, In the upper right comer of each page of Part III, Task Inventory, of this survey 
questionnaire is £ a BOOKLET NUMBER block, Immediately to the left of 

block is the individual booklet number, Print the individual booklet number n. the 
BOOKLET NUMBER block on each page of the Task Inventory as demonstrated in 
the fxanvnie. 



EXAMPLE: 



BOOKLET NUMBER 



(000345) 
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5. Part III, Task Inventory, is divided into nine (9) separate sections (Sections MX), 
The content of these sections concerns tasks you may perform in your present duty 
assignment. You are asked to rate each task in accordance with three criteria - 
frequency of task performance, immediacy of task performance, and importance of 
task to mission success. 

Base all selections on your experience in your present duty assignment, 

a; Column A requires that you rate how often you perform each task on a scale 
from one to four, The criterion for this rating is the frequency of task per- 
formance. Those tasks performed most frequently will normally be rated four 
while those tasks not performed at all will be rated one, 
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b. Column B requires that you determine how soon you must be capable of per* 
forming each task after reporting to your present duty assignment, The cri- 
terion Tor this rating is the immediacy of task performance, Of "the foi^r 
possible responses, select the one most nearly describing your requirements, 
Select response number four for those tasks which you must be capable of 
performing immediately upon reporting for duty, Select response number one 
for those tasks which you never perform, 

c. Column C requires that you describe, in your op, , .,. How important each 
task is to mission sucqess. The criterion for this rating is the importance of 
the task to the accomplishment of the^unit mission. Those tasks that, in 
your opinion, are most important to mission success will be rated four while 
those tasks that you consider least important will be rated one , 

6, After selecting, enter your responses for each task, using either a pen or pencil, in 
the answer portion adjacent to the appropriate task statement as demonstrated in 
the example, 

EXAMPLE : The task PREPARE CORRESPONDENCE , if rated as performed 

FREQUENTLY in Column A, identified as must be capable of performing 
IMMEDIATELY in Column B, and determined by you to be MOST 
IMPORTANT in Column C, would be entered in the answer portion, as 
shown below. 



PREPARE CORRESPONDENCE i 



i 



4 

■ 



■ 



After each section of Part III, Task Inventory, is a Write-in Section, These write-in 
sections are provided in order that you may comment on each task inventory section, 
or list any task(s) you think should be included in the Task Inventory, These sections 
abo allow you to comment on those tasks that you find are the most difficult for 
you to perform. 
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TO: PROJECT OFFICER 



GENERAL INSTRUCTIONS FOR PROJECT OFFICER 



1. General. The Military Police School is currently involved in redesigning basic 
military police training to produce military policemen better equipped to perform 
when they reach the unit. The emphasis is toward training replacements in tasks 
actually being performed in the field. The questionnaires in this packet are designed 
to identify those tasks, 

The care with which you, the project officer, administer the questionnaires will 
determine the accuracy of field feedback and, consequently, the success or failure 
of this project, 

2. Survey Packet Contents , 

a. Questionnaire 

b. Supervisor Questionnaire 

c. Project Officer Instructions 

d 4 Answer Sheets for Questionnaire 
e. Pencils for use on answer sheets, 

3. Responsibilities , 

- =«^= ^ 

a - Unit Commander , The unit commander is requested to appoint a project officer 
and to monitor administration of the survey, 

b - Project Officer , The project officer is responsible for the control and handling 
of questionnaires, for the administration of the questionnaires, and for returning 
completed arid unused questionnaires to the Military Police School. 

c - Questionnaire Administrator , The project officer may appoint someone to 
administer the questionnaire, if necessary. Normally, however, it is recom- 
mended that the project officer administer the questionnaire himself. 

4. About the Questionnaires.- 

a. Questionnaire , This questionnaire is designed to identify tasks being performed 
by military policemen in the field and the frequency with which each task 
is performed, 

Supervisor Questionnaire , The supervisor questionnaire is programmed to pro- 
vide feedback on task criticality, probability of deficient performance, and the 
frequency with which each task is performed. 



4 



41 



5, Who Takes The Questionnaire, The project officer is responsible for selecting 
individuals to take the questionnaires (respondents) within their units. Those 
selected must meet the requirements listed below: 

a. The questionnaire respondent must* 

i'l) Be in an M.P, duty assignment (actually performing M.P. duties) 
. (2) Have been on the job at least 90 days 

b, The respondent to the Supervisor Questionnaire must: 

(1) Command or supervise M.P, personnel 

(2) Have been in a command or supervisory position in the unit for 90 days, 
(Assign questionnaires proportions ly among officers and NCO's.) 

6, Questionnaire Administration , 

a* Questionnaire , The questionnaire will be administered in a controlled environ- 
ment. Persons, participating in the survey will be allowed two hours , to complete 
the questionnaire and will turn the questionnaire and answer sheets in to the 
questionnaire administrator prior to leaving the survey area, Individual question- 
naires and their accompanying answer sheets will be kept together. 

See attached item for the procedure to be followed in administering the 
questionnaire: 1 t * 

b, S u pervi sqr Q uestjon n ai te . Supervisors selected as respondents for this ques- 
tionnaire will be allowed to sign for the. questionnaire and take it with them, 
They will complete the questionnaire and return it to the project officer within 
a time frame he specifies. This time fiame must be compatible with the 
suspense date to the Military Police School. 

7, Questionnaire Handling , Questionnaires and answer sheets become FOR OFFICIAL 
USE ONLY when completed, For ease of accounting, each questionnaire and its 
accompanying answer sheets are numbered, Ail questionnaires must be returned to 
the Military Police School whether they are used or not. Instructions for returning 
the questionnaires to the Military Police School are contained in the basic letter, 

If you have any problems or questions, contact (NOTE: Give name or names, 
address, and telephone number), 



TO: PROJECT OFFICER ADMINISTERING QUESTIONNAIRE IN A CONTROLLED 
ENVIRONMENT 



ADMINISTERING THE QUESTIONNAIRE 



A_1 - Preparation, A classroom or training room equipped with desks will provide the 
most ideal site for administering the questionnaire, Questionnaires, answer sheets, 
and two eiectrographic pencils should be issued to participants after everyone who 
is to take the questionnaire has arrived. This ensures that everyone starts together, 

A-2, Instructions, The questionnaire administrator will present the following instructions, 

a, "Is there anyone here who is not working in an M.P. duty position? Is there 
anyone here who has not been assigned to their present duties at least 90 days? 
If so, please leave at this time/* 

b. "Will everyone at this time please read the first page in the questionnaire which 
has been issued to you. ?f 

(Note to the administrator: It must be emphasized that your enthusiasm for 
this project or lack of it will be contagious, It is important that you demon- 
strate a positive attitude to the participants, Allow time for the first page to 
be read and underline the importance of the questionnaire with the following 
statement.) 

"I would like to stress the importance of this questionnaire. The Military 
Police School wants to design training to fit the job in the field, You are 
the only people who can tell them what they need to know. Please think 
- through each question and give your best answers/ 1 

c - t4 Tum to Part I, Biographical Information, and answer questions 1-13. 

When you have finished, lay your pencil on the desk so I will know when 
to proceed to the next step," 

"• d. "Now read the instructions found in Part II.*'- „. 

(Note to t he administrator ; Allow reasonable time for everyone to finish before 
moving to the next step.) 

M Are there any questions?" 

e - " As y° u f ead in the instructions, there are nine answer sheets accompanying 
your questionnaire. Take the answer sheets and number them one through 
nine to correspond to the first nine sections in Part III of the questionnaire. 
If you do not have nine answer sheets, raise your hand— I have extra ones. 
Use a separate answer sheet for each section. Answer only the number of 
questions listed in each and move to the next section and answer sheet. It 
is not necessary to write your name, rank, the date, or course at the top 
of the answer sheet, Also, disregard the blocks marked score, grade, extra 
points , and social security number." " — — 
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f. "Because of the size of this survey, these answer sheets will he read by 
machine, You must use the special pencils provided so that the machine can 
read the answers. When marking your answer, take care to fill the vertical 
rectangle outlining the letter as shown by the example on page 4 of the 
instructions. Also, please be sure not to make any stray marks on the 
answer sheets. Finally, do not fold the answer sheets, " 

g. "All answers must be based on your experience in this your present unit. Do 
not call on experience in previous units. This means that if you do not per- 
form a particular task in your present unit, you must mark 'do not perform 
this task' on your answer sheet," 

h. "You may begin answering Part III. Remember Section ten, the written 
section, When you finish answering all questions, insert your answer 
sheets into the questionnaire and turn them in to me. You may leave 
when you are finished, Are there any questions?" 

A- 3. Conclusion , After everyone has taken the questionnaire, en ure that all ques- 
. tionnaires and answer sheets are accounted for. Collect the pencils provided so 
that they may be returned to the Military Police School along with the question- 
naires and answer sheets, 
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JOB AIDS; 

DESCRIPTIVE AUTHORING FLOWCHARTS 
ISD 11.1 i ..Hop Objectives 



This is the 5th in a series of ISD Job Aids for use in instructional design and 
development. This volume will direct you to specific guidance, examples, and references 
provided in the supplementary manual "Job Aid for Developing Objectives ISD II. 1." 
If you do not nave the supplementary manual, request it from your supervisor, 
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ISP (LI Develop Objectives 



Q START J 






No 



Guidance for Obtaining/ 
Preparing Task Summary 
Sheets . ' 




This question asks; Do you have the Task Summary 
Sheets for all the tasks for which you are jieveLopinq 
objectives? 4 - , 

Task Summary Sheets are made up for each task 
presented in the Soldier's Manual (SM). They are 
direct translations of the Task Analysis Worksheets 
into SM format. 



Task Summary Sheets should be available as 
output framJSD 1.3 Conduct Task Analysis,' or" 
in the Soldier's Manual. " 

If procedures for preparfc j'task Summary Sheets 
were not complete, go to Job Aids: Descriptive 
Authoring Flowcharts, page Bl. 

When Task Summary Sheets have been obtained, 
return to Block 6, 



• This.quesiion asks; Do you know the instructional 
setting for each task among the Task Summary 
Sheets? ' 



Guidance for Obtaining/ 
Preparing Isibi f innal 
Settings selectioi. 



Read Task Statement & 
Terminal Learning 
Objective (TLO) 
Guidelines 



Instructional settings should be available as out- 
put from ISO 1.5 Select Instructional Setting. 

If procedures for selecting instiuctional settings 
were. not complete, go to Job Aids: Descriptive 
Authoring Flowcharts, page D1. (Instructional 
settings are also listed in the Commander's Manual; 

When instructional settings have been obtained 
return to Block 8. 



Guidelines give an explanation of the relationship between the task statement and 
its terminal learning objectives (TLO): 



For further explanation see Manual, page E-12; 
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Obtain FiVst/Next 
Learning Objectives 
Documentation Sheet 
(LOD Sheet) 
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Complete, Section 1 of 
LOD Sheet 

/ 
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Select First/Next Task 
Summary" Sheet 



• Tne Learning Objectives Documentation Sheet is used in this block to record 

- the-terminal learning objective (TLO) for a task, 

- all task, laments and enabling skills arid knowledges fS&K) determined by 
!earning,a;i.ai /sis process, • 

- all the learning objectives ( LQs) for the TLO, 
,. - learning categories/suheategories. ■ 

• Column E will he completed in ISD HA, sequence and structure objectives. 

• For guidance on obtaining the LOD Sheet, see (Ylanual, page E l 5. 



Section I includes the following identifying information: 

- Name/Office Symbol 

- Date 

- Course 



* For example, see Manual, page E-17. 
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Record Task Number & 


Instructions 


1 Setting 


Shown on Task Summary 


Sheet 




[Section II, LOD Sheet! 
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Accept/Re write Task 
Action Statement for Use 
In TLO, Record on LOD 
Sheet 

(Section II, LOD Sheet) -■ 



• For example, s,ee Manual, page E-1 9 S 



For guidance in determining whether the task action statement is acceptable as \ 
TLO action statement, ie^Manual, page E-20\ Manual also provides guidance 
for rewriting action statement when, necessary. 
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Accept/RU'Writo Task 
Condition Statement for 
Use m TLO, Record un 
LCD Sheet, 

[Section II, LOD Sheet! 
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AccGpt/Rewrito Task 
Standards Statement for 
Use in TLO, Record on 
LOD Sheet, 

[Section II. LOD Sheet! 



For guidance m determining whether the task conditions statement is acceptable 
us a TLO conditions statement, see Manual, pap E=24. Manual also provides 
Guidance for re=writiny condition!; statement when neresEnry. 



For guidance in determining whether the task standards statement is acceptable 
as a TLO standards statement, see Manual, page E-27, Manual also provides 
guidance for ro writi ng standards statement when necessary. 
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Obtain Materials for 
]! Constructing Learning 
;| Pyramids 



Record Appropriate 
Information on Learning 
Pyramid Cards 



This block begins the learning analysis process. Learning Analysis is a graphic 
display of the task elements with their enabling skills and knowledges, in the 
format of a "learning pyramid," 

Materials include special 3" X 5" cards and large sheets of paper and tape. 

For guidance on obtaining materials for Learning Pyramids, see Manual, 
page E 30. 



There are two kinds of Learning Pyramid (LP) cards: 

- White cards on which task number, instructional setting, learning objective 

number, and TLO action statement are recorded in this step, 
= Yellow cards on which only the task number is recorded in this step, 
For further information and guidance, see Manual, page E-31. 



20 



Examine first/Next 
Task Element\on Task 
Summary Sheet 



• Task element is examined to determine if it is unitary, 
down into individual actions. 

* For further information, see Manual, page E-33. 



not, it is broken 



(3D H.1 Dovelop Objectives 



21 



Record Task tiumuiit of 
Learning Pyemic] (LP) 
Cam 



Fiji Ljllllitiill/J UN lut Ul i 

page E-34, 
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Ouiurminc/Recurd 
Learning Category/ 
Suh C aicgo f V 011 LP Card 
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Determine Assumed Erit f V 
Level SkiNs & Knowledtjes 
of Target P n Pnlatinn 



Thuru .in: three learning categories and nine subcategories 



! Mental 



1, identify Objects anrl Symbols 

2. Recalling Information 
3= Discriminating 

4. Classifying 

5, Rule Learning and Using 



II Physical 
1= Gross Motor Skills 

2. Responsive Motor Skills 

III Attitutlinal 

1 , Attitude Learnlny 



G. Decisiofvfvlaking 
For further information and guidance, see Manual, page £35= 

The level of detail of the analysis is based on the assumed entry level 
(prerequisite) skills/knowledges of the soldiers who will lie receiving the 
instruction based on these objectives. 

For further information ami guidance, sen Manual, page E 38. 
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Perform Learning 
Analysis on Task Element 
Using Yfil |nw Lp Cards W 
Record Actual Statement* 



The Learning Analysis, displayed by the Learning Pyramid, identifies the 
hierarchy (from simple to complex) of skills aiul knowledges required for 
perlnnnunee of the task element. 

For fur thei informatior and guidance, see Manual, page £ 39. 




Yes 



E 7 JU 
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Combine Pyramid*; fur 
Whole Task and Record 
Letter/Number on Each 
LP Card 



27 




Have Another SME or 
Suparvisor Check 
Learning Pyramids for 
Completeness and 
Accuracy 


28 




Revise Learning Pyramids 
as Necessary 


29 




Examine First/Next 
Learning Pyramid 



30 



Record Task Element 
Action Statement With 
Number 

[Section ill (A) t 
LOO Sheet! 



o 1 ho Learning Pyramids for each task element are combined and numbered to 
show the task as a whole. This helps determine how complete the learning 
analysis is. 

* For guidance, see Manual, page E 41, 



Check by another subject matter expert will reveal any additions/deletions/ 
changes required in analysis. 



This block begins the process of documenting the learning analysis on a 
permanent record. 



• ? ho action statement at the top of the pyramid is recorded, 

* For example, see Manual, page E-48. 
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Record Lea mini] 
Category 
(Section II! (P), 
LOD Shfiotl 


32 




Record ALL Enablinn 
S&K Shown Under Task 
Element in Learning 
Pvramid [Section IN (A), 
LOD Sheet) 


33 





34 


Yes 


Examine First/Next Task 


Element or Enabling S&K 


(Section 11! 


(Ah 


LOD Sheet] 
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Determine if Learning 
Objective (LO) Should 
be Written 



£ Thi' luaminy category ench task ulemunl is sIjiavh un thu Laaminy Pyramid 
for each element. 

» For example, sec M. :>ual. page f" 40. 



© Task elements are cnpiocl in order, that is: A 

A.I 
A. 1.1 
A.1.2 



etc. 



£ Fur example, see Manual, page E=5G\ 




* This question asks; Have all elements with their 
associated skills and knowledges been recorded in 
Section 111 A on the LOD Sheet? 



This block begins the process of determining which task elements and enabling 
skills and knowledges need to he trained, i.e., require a learning objective to he 
written. 



An objective does not need to be written for every task element or enabling 
knowledge and skill of a task. 

For further explanation, see Manual, page E 52, 
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/ Task f'hmient or \ No 
^sEnahiiiifj S&K Require _> — " 
\ >10 . 



Yes 



37 



Record "None" [Suction 
111 (8), LOO sheet] and 
[LP Cord) 

place Card in Separate 
Stack 



For examples of LOO Sheet ami Learning 
Pyramid Cards when this information has 
been recorded, see Manual, page E=B4. 
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Assign a he] Record n 
Number [section III (B) 
lOO Sheet) 
[LP Card) 
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peter mine /pecnfd 
Learning Category lor 
Enabling S$K [Section 
III <D), LOD Sheet] 
[LP Card] 




Yes 



* 1.0 number is a combination of the last four 
digits of the task number and the letter/number 
combination assigned to each task element or enabling 
skill and knowledge in Section III (A). 

9 For examples of LOD Sheet and Learning Pyramid 
cards when an LO number has been assigned, see 
Manual, page E-55, 



$ The horning category of each task element taken 
from the Task Summary Sheet was determined in 
Block 22, It is now necessary m identify the 
learning category of each enabling skill and knowledge 
which requires an objective to he written so that the 
proper action ward can be selected, 

• For review of learning' category information, see 
Manual, page E 5b'. 



• This question asks: Have all task elements and 
enabling skills and knowledges been examined to 
determine if they require a learning objective? 



E-IO 
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Examine First/Nexi Tasl 
Element or Enabling S&K 
That Requires an LO to 
be Prepared (Secnun 111 
{A) (B). LC3D Sheet! 



42 



This block buynia t hn prunes of v*ritii>ij jjequjic Ifjuniiiiij ubjyciivus * „ ijtid to 
accomplish the terminal learning otijeeti\/G, First draft LOs can be written an 
practice paper, then transferred ta the LOO Sheet in a later step. 



Write an LO Action 
Statement for Task 
Element or Enabling S&K 



43 



For guidance on how to write an adequate LO action statement, see Manual, 
page E-60. 



Write an 1.0 Conditions 
Statement for Task ■ 
Element or EnabUnc] S&K 



44 



For guidance on how to write an adequate conditions statement, see Manual, 
page E 68, 



Write an LO Standards 
Statement for Task 
Element or Enabling S&K 



45 



© For guidance on how to write an adequate standards statement, see Manual, 
page E=70. 



Assess Learning Objective 
(LO) for Adequacy 



* A check list for assessing the adequacy of LOs is provided in the Manual, 
See page E 73. 
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R.-vise LOn: 







47 



Rucor ti LO tin LOO 


Sheet 




[Section III 


(0, 


LOO Sheet I 




48 





s For example, sen Manual, page E-75= 



All Needed Task 
Elements of Enabling ^> 
^ S&K Have LO / 

7 



Yes 




49 




Have ALL 
Task Summary Sheet 
Been Examined 

7 





Yes 


50 




Submit LOO Sheets and 


LP Cuids lui 


Which t.Us 


are Written to Supervisor 
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Any 

Information for ^ 
Individuals Working in 
\,Qthor ISD Blocks 
\ ? 




Record Comments on 
ISD COORDINATION 
SHEET 



During the process of developing objectives 
information may have been obtained that would 
bo useful to persons who performed activities 
that fed into this block. Similarly, information 
may have been obtained that would bo useful to 
persons who will be engaged in Instructional 
Systems Development steps that fallow this one, 



e Comments are recorded and submitted to 
appropriate persons, 

« Far further guidance, see Manual, page E 78= 
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JOB AIDS: 

DESCRIPTIVE AUTHORING FLOWCHARTS 



ISO 1 1.2 Develop Tests 



1 his is tii* lith in a .scries of ISO Job Aids for use in instructional elision and 
'development. This volume will direct you to specific guidance, examples, and references 
provided in the supplementary manual *\Job Aid for Developing Tests ISO II. 2." If you 
do not have* the supplementary manual, request it from your supervisor. 



ISD !L2 Develop Tests 



START 



Huvu 
You Read the 
In trtJtJucimn to the Use" 
til Job Aids, 



This int. ruciuc lion provides the user with 
instruction on the basic structure of the 
Job Aids and guidance for their use. 



Introduction to the 
Use of Job Aids 




^ e f u r to Introduction. 




Have You 
Used This Job Aid 
Before 
v 



Yes 



Want tn See 
An Overview o' the 
Job Aid 



No 



Yes 



Overview of Developing 
Tests Job Aid 



Jverview includes: 

- Goal 

- Objectiy/es 

- Product 

- Major steps in process 

- Worksheets used 

- Descriptive Flowcharts 



For detailed overview, see Manual, 
page F : -4. 
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Is List \ 
of Critical Tasks 




No 



Guidance for 
Obtaining/Preparing 
List of Critical Tasks 




No 



Guidance for 
Obtaining/Preparing 
Task Analysis Data 




List of tasks selected for training should be 
available as output from ISO L2, Select Tasks 
for Training, 

If a critical task list is not available, go to. 
Job Aids: Descriptive Authoring Flowcharts, 
page A-3. 

When list has been obtained return to Manual, 
ISO 1.3 Conduct Task Analysis, Block 6, 



Task Analysis Data should' be available as 
output from ISO 1,3 Conduct Task Analysis, 
or in the Soldier's Manual, 

If Task Analysis Data is not available, go to 
Job Aids: Descriptive Authoring Flowcharts, 
page EM, 

When Task Analysis Data have been obtained, 
return to Block 8, 
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Select First/ Next Task 



11 






Guidance for 




Obtaining/Preparing 




Learning Objectives 







Learning Objectives should be available as 
output from iSD 1 1.1 Develop Objectives. 

If Learning Objectives are not available, go to 
Job Aids: Descriptive Authoring Flowcharts 
ISO II. 1 Develop Objectives, 

When Learning Objectives have been obtained 
return to Block 10. 
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Examine Task Analysis 
Data and Learning 
Objectives to Determine 
if Task Requires Testing 




Obtain Test Element 
Decision Sheet 



Factors influencing selection o> tasks for trying include 

- known performance deficiencies 

- critical combat systems 

- ARTEP 

-- eval uati on results 

- job content 

For further information and guidance, see Manual, page FT 1. 



The Test Element Decision Sheet (TED) is used to record nil task elements whicf 
are to he tested, In addition, each task element recorded is classified as to the 
type of test item required to adequately test it. 

For further informatiqn and guidance on obtaining the Test Element Decision 
Sheet, see Manual, page F 1 3, 



F.5 



i * n 



Section I includes the following information: 

- ftdiiie/Qlficti Symbol 

- MOS 

- Skill Level 
-= Task ID No, 

- Task description (action statement only) 
For example, sen Manual, pap F-14, 




Determination snould bo complete as to which tasks in the 
critical task listing reouire testing 

O 



SLipervisors can provide guidance for making 
this decision. Their decision will be based on 
the intended purpose of the test. 



For further information and guidance, see Manual, 



pays F-16. 
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Select/ Record Task 
Elements to be Included 
in Testing 
I Col, 1, Section II, 
TED Sheet) 



.25 



Determine/Record 
Component to Which 
Task Element Should be 
Assigned [CoL 2, 
Section II, TED Shnutl 



For example, see Manual, page M7, 



J 



* There nrR the three following exponents to which a task element may be 
assigned: 

=- HOC (Hands On Component) 

- POC (Performance Certification Component) 

- WC .(Written Component) 

* For further information and guidance, see Manual, page F 18. 



31 



ISD 11.2 Develop Tests 



\ 



Determine/Record if WC 
Element Will be Tested by 
Written Performance of 
Performance-Based Test 
Item [Col, % Section H. 
V TED Sheet] / 



32 



For further information and guidance, see Manual, page F 23. 



Obtain Test Item 
Construction Sheet (TlC) 



33 



For yuidarice in obtaining Test Item Construction Sheet (TIC), 
see Manual, page F 25. 



Complete Section I of 
TIC Sheet 



The information, required in Section 1 is: 

- Name/Office Symbol 

- Date 

- MOS 

- Skill Level 

- Task ID No. 

- Task ElemefU' (action statement only) 
For example, see .Manual, page F 2G. 
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Develop Tost Situation 
in Which Examinee is 
to Prepare Product 




Determine Reason(s) 
That Soldiers Frequently 
Cannot Perform Task 
Element 



37 



Develop Item Which 
Will Thoroughly Examine 
the Reasons for Failure 
to Perform Task 
Element 




There are four common reasons why 
soldiers cannot perform a task element, 
They are: 

- Don't know WHERE to perform 

- Don't know WHEN to perform 

- Don't know WHAT the product is 

=■ Don't know HOW to perform the procedure 

For further information and guidance, 
see Manual, page F-27, 



* For guidance in preparing test item, 
sue Manual, page F 29. 



For guidance and an example of a recorded 
test item, see Manual, page F-34, 



For information and guidance in developing test situation, see Manual, 
page F 35, 



40 



Determine if Job 
Stimulus Conditions 
Must be Reflected in 
Test Item 



° For information and guidance in determining if job stimulus conditions 
must he reflected in test item, see Manual, page F 37, 



10 
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(SD IL2 Develop Tests 
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Prepare Questions 
or Stems 



42 



Prepare Common 
Errors as 
Alternatives 



For information and guidance in preparing questions or stems, 
see Manual, page F*38= 



For information and guidance, see Manual, page F-39, 



43 



Make Provisions for 
Needed Tools, Aids or 
References 



For information and guidance, see Manual, page F 40, 



44 



Record. Test Item on 
Tl C Sheet 



For guidance a;id an example of a recorded test item, see Manual, 
page F42. 




F-1 i 
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Review Te n items 



Tost items are reviewed for completeness and accuracy. 



47 



Establish S c 
Standard 


ofing 


48 





* This Job Aid dogs not presently provide guidance for completing this 
block. For guidance see, Guideline^^ Qualification 
Tests, page 159, " " — - — 




* This Job Aid does riot presently provide guidance for completing this 
block. For guidance see, G^^nnjsJ^fjr^e^ 0 pment_of Skill Qualification 
Tests, pages 163*169, ~~ 




BO 



All 

TED Sheets g^emined 



No 




yes 

\ 
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ISD 11,2 Develop Tests 



Pruparo Administrative 
Guidance f n r WC 'turns 



This job Aid does rrot presently provide guidance for completing this 
block. For guidance see ? G u id e 1 i ties f n r_ Oevel o p m em of Skirl Qualificatic 



block. For guidance 
Tests, pages 171-178 
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Try Out WC Test Items 
With Representative; 
Soldiers 



This Job Aid does not presently provide guidance for completing this 
block. For guidance see, Guidelines for Development of_Skill Qualification 
Tests, pages 180-181. " " " " " V — — — — 
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Validate Wc Test Items 



54 


■ — 


Submit WC Test Items 


to Supervisor 


for Review 
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This Job Aid does not presently provide guidance for completing this 
block. For guidance see, Guidelines fnr Development of Skill Qualification 

Tests; pages 182-212, " " _____ 



Prepare Test Material 
for Task Elements to 
be Tested by 
HOC or PCC 



This Job Aid does not presently provide guidance for completing this 
block, For guidance see, Guidelines f or Developm ent of Skill Qualification 
Tests, pages 38-125. " ~ ~~~~ — - — _ 
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Informal 
lor Individuals Working" 
in Other ISO 
lucks 



No 



Yes 



^ 3TOP 
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Recur d Comments on--' 
ISO COORDINATION 
SHEET 



During the process of developing test items 
information may have been obtained that would 
be useful to persons who performed activities 
that fed into this block. Similarly, information 
may have been obtained that would be useful to 
persons who will be engaged in Instructional 
Systems Development steps that follow this one. 



• Comments are recorded and submitted to 
appropriate persons, 

* For further guidance, see Manual, page F 49, 
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JOB AIDS: 

DESCRIPTIVE AUTHORING FLOWCHARTS 

ISD 11.3 Describe Entry Behavior 



*.„ . ?, ., a SeHeS ° f ISD J ° b Aids for use ln instructional design and 
development This volume will direct you to specific guidance, examples, amd references 
prided m the supplementary manual "Job Aid for Describing Entry Behavior ISD III » 
If you do not have the supplementary manual, request it from your supervisor 



■ b 




ISD IL3 Describe Entry Behavior 



» This introduction provides the user with 
instruction on the basic structure of the 
Job Aids and guidance for their use. 



Introduction to the Use 
of Job Aids 



Refer to 1 n troducti on , 




• i 



G-3 



Yes 





Guidoneu fo 




9 




Obtaining/Preparing 






List of Tasks 










m 






9 



A list of tasks should be available as output 
from ISO L2, Conduct Task Analysis, 

if a list is nut available, request it from the 
person responsible for performing the task 
analysis in ISO 1.2. 

When list has been obtained, return to Descriptive 
Authoring Flowchart IL3, describe Entry 
Behavior, Block 6. 
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Guidance for Identifying 
Task Elements/Skills 
and Knowledges 



Obtain Learning Analysis 
Validation Sheets (LAV) 



Task elements/skills and knowledges should be 
available as output from ISO 11.1, Develop 
Objectives, 

If not available, request them front the person 
responsible for performing the learning analysis. 

When task elements/skills & knowledges have been 
obtained for each task, return to Descriptive 
Authoring Flowchart, 11.3, Describe Entry 
Behavior, Block 8/ 



The LAV Sheets are used for recording: > 

- task elements which will later be used to identify pre test items for use in 
self-paced instruction, 

- the most detailed subordinate task elements for which training is required, 

- validation results of assumed entry level skills St knowledges. 

For guidance in obtaining LAV Sheets, see Manual, page G*9. 



ISD 11,3 Describe Entry Behavior 
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Select First/Next Task 



This, block begins the process of recording information needed to validate 
the learning analyses performed in ISO, II. 1, Develop Objectives. 
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Select First/Next 
Blank LAV Sheet 
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Complete Section l # 


LAV Sheet 
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Complete Section II, 


LAV Sheet 





Information required in Section h 

- Name/Office Symbol 
-- Date 

- Course 

- MQ5 

- Skill Level 

For e.xampjp, see Manual, page G 1 2, 



• Information required in Section fh 

- Task ID No. 

- Task 

» For example, see Manual, page £M3. 
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Identify/Record Ail Level 
1 Task Elements and 
Associated Identifying No, 
[Section V, Cols A & B, 
LAV Sheet] 



Level 1 Task Elements are the first level of task breakdown into subordinate 
task elements. 

Level 1 Task Elements will be used to identify test items for use in self -paced 
instruction, 

For further guidance, see Manual, page G-1 4, 
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" Identify/ Record AM Level 
2 Task Elements and 
Associated Identifying No, 
[Section V, Cols A & B, 
LAV Sheet] 



17 



Identify/Record All 
BASIC Task Elements and 
Associated Identifying No. 
(Section V, Cols A & B, 
LAV Sheet] 



-Level 2-Task Elements are the second level of task breakdown into 
subordinate task elements. 

Level 2 Task Elements will also be used to identify test Items for use in 
self-paced instruction. 

For further guidance, see Manual, page G 1 8, 



BASIC Task Elements are defined as being the most subordinate task element 
for which training is required. 

For further guidance, see Manual, page G 21, 
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Guidance for 
Obtaining/Preparing 
Validated Test Items 



Validated task items should be available as 
output from ISD 1 1,2, Develop Tests, 

If they are not available, request them from 
-the person responsible for developing test items. 

When validated test items have been obtained, 
return to Descriptive Authoring Flowchart, 
11.3, Block 19. 



O 1 ' 



0-6 



ISD IL3 Describe Entry Behavior 




Prepare BASIC 
Task Element Test 



22 



Select Test Population 
Representative of 
Entry Level Students 



23 



Administer BASIC, 
Task Element 
Test/Compile Scores 
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Select First/Next 
Partially Completed 
LAV Sheet 



• The BASIC Task Element Test is comprised 1 of test items derived for al 
BASIC Task Elements, The test may be a written test, a performance 
test, or a combination of the two, . 

• For further information, see Manual, page G-27. 



* For further information/ see Manual, page G*28, 
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For Each BASIC Task 
Element Record % Failing 
Corresponding Test Item 
Bi Sample Size [Section V, 
Cols C & D,- LAV Sheet] 



For further information see Manga!, page G^3D\ 



Fo 
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Determine/Record 
Criteria for MORE/LESS 
Detailed Learning 
Analysis 



27 



* The criteria for MORE/LESS detailed learning analysis will he used in 
determining if the learning analysis for a task should include more, at 
less, subordinate task elements. 

• For further guidance, see Manual, page G-31, 



' Examine First/Nex* 
BASIC Task Element 
[Section V, Culs A & B, 
LAV Sheet! 
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Determine if % Failing 
Test Item (Col 0 is 
Greater Than or Equal to 
the MORE Detailed 
Criteria Recorded in 
Section III, LAV Sheet 






• For exampl 


e, see Manual, 














: Yes 






30 






Record "MORE Detailed" 




(Section V # Col 0, 




LAV Sheet! 











• For example, see Manual, page G37 




G-B 



ISD || 3 Describe Entry Behavior 
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Determine if g u Failing 
Test Hum {Cul C) is Loss 
Than ur Equal to the 
LESS Detailed Criteria 



Recorded in Section 
LAV SIiglM 



IV, 



Fur 



32 



I I urn t j r Equal to LfcS! 
\ Detailed Criteria ... 



33 



Record 
(Section 



V, 



Detailed' 
Col D 



LAV Sl^ Gt i 



0 p 0 r uxanipi e sue Manual, page Q 39^ 



34 



Record "None' 
I Section V, Co! 0, 
LAV Sheet I 



° F Dr example* see Manual, page G-40. 




ERIC 



RE 

Detailed and/or 
Detailed Recorded 
On! D 




No 



37 



Record 

"ORE ANALYSIS" 
on Top of LAV Sheet 



o Fur example, see Manual, page G42, 




Yes 




Separate 

"MORE ANALYSIS" 
LAV Sheets From Other 
LAV Sheets 



LAV Sheets are separated into two piles: 

- Those task for which additional learning 
analysts should be considered (MORE 
ANALYSIS recorded on top of LAV Shrn) 

- Those tasks for whichjio further learning 
analysis is needed. ; 
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ISD 1 1,3 Describe Entry Behavior 



43 



Report if) Supervisor 



41 



Report to Supervisor 
Tusks Roquiriiiq MORE 
ANALYSIS and Those 
Ready for ISO 11.4 
Activities 



42 



For further information, sue Manual, 
page G-45, 





f L'viuuily 


Conducted L 


jtirninn 


Analysis for Tusks Ldheierl 


ADDITIONAL ANALYSIS 


and Modify L 


naming 


Analysis us N 


3C0ssar^ 







Fw further information 
page G-46. 



sue Munual, 




s For further information, see Manual, page G=52. 
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Was \ 
Learning 
Analysis Modified for 
Any Task 




Yes 
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Coordinate With 
Individuals Who Performed 
Analysis Activities 
(ISO 'Phase I) for Which the 
Learning Analysis was 
Modified 



Modification of the learning analysis 
may require changes in the products from 
previous ISD blacks, 

For furthei information, see Manual, 
page G-53, 



ERLC 
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Any \ 
Inforrndtmn 
'fur ImlivitluMs Wurki 
Other ISD 




>- 



STOP 



s During Shu luuming una! /sis vuliiliiuun \\\ u.ush 
inluiniutiun may liavfi buiin olitijinuii (ha: wutilc 
ho useful to pumjns wliu will im Griguijwi m the 
ISD siufjH thai follow this nun, 



n fM~: of -1 Cnmniftnis nn 
lisU GijiHcjiiiDiiun Shijut 



r 



<5 Cnninuintj; iifi:uitl!?fl and iuihmI in 
0[jpm[]f mu pursuns. 

o For funhui guidijiicn, sol 1 Manu. . pnflc G =54 = 
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JOB AIDS: 

DESCRIPTIVE AUTHORING FLOWCHARTS 
ISD 11.4 Determine Sequence and Structure 



This is the* 8th in a scries of ItiD Job Aids for use in instructional design and 
development. This volume will direct you to specific: guidance, examples, and references 
provided in the supplementary manual "Job Aid for Determining Sequence and Structure 
ISD II. 4." u ' you df) not have the supplementary manual, renuest it from your supervisor. 



u 
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ISO 11,4 Determine Sequoncs iinci Structure 



START 



1 



^ Have \ 
You Read thfi 
<^ Introduction to the Use 
"\ ol Jul) Aid:; / # 



Y,.::; 



q Tins introduction p r u vj rli*s the user with 
iiisif mi ii u ii mi the basic stmcuiro (if thu 
Jub Aids iind Guidance fur their use. 



Introduction in tin 1 Use 
ol Job Aids 



^ Rutin it) Intfiiiluclinn, 



Have You • \ [\Jn 
Used This Job Aid 




Yes 



Overview uf Job Aid 
far Sequence and 
Structure Objectives 



a Overview includes: 
-= Goal 

Objectives 
- Products 
(vlojof steps in process 
Worksheets used 
- Duseriptive flowehait 



o F or detailed overview, son Manual, 
page H 4. 



S3 



List "^ 
of TLOs and 
Assucuitnd LOs 
Ayntiiihin 



Yes 



Nu 



TiiiHiin;.-l Learning Objectives (TLOs) and 
Lufiminrj Objectives (LOs) should he availably 
js utifput ficim ISO 11.1, Duvulfip Objectives, 



Guidance f c j r Obi, 
L»;:t Lt'.Mf iihiij 
Objective 



Was \ 
Job Am I \ 
Used far Developing 
*\ List uf TLOs V 
LOs / 

\ 7 / 



Nu 



Vns 



request 



If TLOs nnil LOs nro nui avui 
them fn,rii the persun responsible fur 
developing objectives in ISO 11.1. 

When TLOs and LOs have been obtained, 
reruni to Descriptive Authoiiny Flowchart 
II.4, Determine Sequence & Struct u ru. Block 13. 



The person responsible for cJovuiupifiy objectives, 
JSD II. 1, will know if Joh Aids wnie used for 
developing the list of TLOs and LOs. 



Obtain LOD Sheet for 
Each TLO and 
Associated White & 
Yellow LP Cards 



if the Job Aid used fnr developing 
TLOs and LOs, Learning Objectives 
Documentation Sheets (LOD Sheets) and 
white and yellow Learning Pyramid Cards 
(LP Cards) will be available as output. 



in 



Examine First/Next 
LUC Sheet 



H.4 



ISD !L4 Determine Sequence and Structure 
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Ctimhine Yulinw LP 
Ciif lis fur Which LOs 
Were Prepared With 
Associated White 
LP Card 



12 



For LOD Sheet Hutu shmiltl be une 
white LP Card and several yellow LP Cards. 
Tin! white LP Cord represents the TLO nod 
the yellow LP Curd represents the 
associated LOs. 



All "- 
LOD Sheets 
E Xtjrn MHJci 

V 



No 



13 




Obtain Learning Objectives 


Documentation Sheets 


(LOO Sheets) 


.i,.d White 


and Yellow Li 


antimj 


Pyramid Cards (LP Card) 




Go to 

Block 



* LOD She< ; ; ami win;*: and yellnw LP Cards are Available for duplication in the 
pocket at the back nf Job Aid for Deve'ipiny Objectives Manual. 



14 



Select Firsi/Naxt.TLQ 
With its Associated LOs 



15 



Select Blank 
LOO Sheet 



H-5 



Or) 



IB 



CcjiiiplL-tu S£.'i;tirin I 
uf LOG Shuut 



17 

r 



Cninphili: SfM'imn II 

ji luu ;'• ,-: 



o Fur yuiil.jficu.s^i Bluck 12, paye E-fi, n-jscriptive Authomiij Flowchart 
ISO II. 1 Duvulup Objectives. 



= ur nnidiifico son Blocks 14-17, patjHS E-5 & L 6, Dosnrintiyn Authorimj 
■il/Wl.iicilti,, ISD ii.i Dtivnlup U tivos. 



Si.-i'-ct BLifik Wlii If! 
Luiiniini] Pyidmul Cue rl 
(LP Cunf) 



Tusk • 

I nst f uciiuiiiil Sni tin 

UiilMUlUJ OhjuCIIVt! 
ACtlUM StutlMHtilll 



Gu jiiLu is available in Block 19, 
ISD ll.l Duvylop 0 hjec tlves. 



pagn E-6, Descrrptive Aulhnring Flowchart 



2Q 

SiHun Suvurul YtHlniv 
L l 1 j f mnij Pyianml 
Curls (LP dirrls) 



o t 



i 3D 11,4 Determine Sequence and Structure 
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For Each Element/ 
Enabling Skills and 
Knowledges Shown on 
LDD Sheet Complete n 
Yellow LP Curd 



22 



Combine Into a Stack 
WhiHf and Yellow 
LI 3 Curds Associated 
With LOD Shout 



LP Card is: 

- Learning Qhjeutivu 

- Action Statennnt 



o TIhj information required nn the y 
Task .v 
- Elemont/Ennhling S&K -• 
Luiir u iiirj f eyory/Subcatetjufy 

e The abnvu information is available from the LOD Sheet, 

o Group Letter and Sequence is left blank at this point. 



72 



Have \ 
^ LQ D Sheets a \ 
LP Cards Been Preparerf^ _ J_£_ 
\ for All TLOsanri/^ 
\ LQs / 




24 



.Yes 



Study the Types of 
R e I n \ 1 1 1 n sh i ps B e t wee n 
Objectives Which May 
Affect Sequencing of 
the Objectives 



e There are 3 types of relationships: 
- dependent. 
- independent 
■= supportive 

© For further explanation, see Manual, page II 14. 



Select First/Nexi LOD 
Sheet and Associated 
Stack nf White and 
Yellow LP Cards 



2d 



SsKjuuncn Lfls With 
DupunrleiH Rulut. unships 



71 



Syqimnn'! L C)s With 

SiJ ppui h.i; 



Twu ur mnro ohjoctives may h;iva a iJupuiirlnni rclaiiunship: w-istcry nl ann 
itjquifus prmr niustury uf thfj nthur, 

Fui further guidance an haw m scquuncG uhjuctivos with dependent 
ruiiitiunships, siiu Man u til, fhiu.fi H 17, 



° Twn tn fiiur i! uhjwtivus may i. ; yn a stippuf tivfi hiliilionsliip: Sumy tiiinsfur 
uS iuannmj laku:-; plaua t f urn una LO In thfj miuw . 

* Put fuithur yuiilancu on liuw tn secjunnnu ubjuctivtis wilh suppwiivn 
u.id|iuiu-Jii|j^ sua Manual, fiayu fi 20. 



Suqnunnu LOs With 

Ill'llrlVMlULMlI 

RcLi'-iiPships 



Two yi mnry ubjectivus may havu an indfipondent relationship: they arc 
I u tally iiiiiuLjtatj to uauh uthui. 

For furthnr guidance on how to soquonce objutrtivus with independent 
lekiti unships, scu Manual, poyu H -2 1 . 
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H-8 



ISD 11.4 Determine Sequence and Structure 



Gnnip TLOs by 
la -,tr uciiuoji. 
S»;mn»j 



3: 



Suit rt Firsl Nuxt 
G; tiun 



33 



OfMt'l flliMU S l 5 C J i 1 1 1 f n m 

of TLOs 



Assiqn HO 



35 



Struct .1 its rLOi; 
lnCi Giuups 



o LQD Shi;i!t-J Jful Jbj,:ji:k!ii;il LP C.irfls t sW stlltUll into tluuh mStluiltM'ii.il 
Juitlllllj StJUki. 

• institution 
SOJT 

• n>H study 

e Tin* ni^tu^niiiiisl suttmij is shnv.-ii un tht; LQD Si' anH ! P Cur Ms. 



° C.i ..; Oil which 1 !.L) nctmii stainnitMUS I hi v n hinin rccnr chui uit! aifiiiifjmf in 
graphically show tliu tulutionships ut all TLOs envied in fhu course under 
il^velnpmniit fn? a p.u ! K:ukir instf lk: tiuna! st?ttinr> 

o Fiji funliLT yuulann? on dnU.omin intj snquuncn of TLOs, suu Manual, 
paqu H-2B, 



Fur further quiflnnci?. srr Manna n.-Hjn H • ? 7 



e Gfoin.imij of ol)jiiC!iVf!s pmvidi?:; uiijaiii/od, numarjouble blocks of contact. 
° Fin furthm ijuidana 1 un flow to r|f ou p objectives, s«u Manual, page H 30, 
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Assign G r iva p 



© rur further yimldiiCi. 1 , ^ fVijfmJ, patjt; H 32. 



37 



Identify/' Group 
lihiiitinl LOs 



- -J 



° Suitii; tasks may ctint.jii: L fm ti 1 u f t it ■ t i r -n skills and KnuvvInclgtfS thai an 
ilui sunn; as (fir nthnr tnsks. k this si'jp th: LOs ;«r" -di-i'tif^d ami nrmin 

tilljL'JtlU/ . 

o Fur hifthur yuidaiici!, Manu jl . H 36 



38 



Any 
Identical LOs 

7 



INJcj 



Record Appiupriatc 
Gruup Let It f un Yullavv 
Cards far AH Idnntinol 
LO? 



ifir guidance, set! Manual, putji 



40 



IfLmtify-'Group 
Common Factor 
LOs 



° Common-factor k'ammfj hjcctivfis ar« r h rhat have identical action vvciVds 
ami similar objects of t h * . ,;Lt f on in the .mj objoenvo sUm.i.nlynf. 

° Hjr fur! hfu miirtance on hnw tn siiqm'nr.u L-nmmtin^fartt^-ubjtiCtivnn, seu 
Manual, par;u H 40. 
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^ Any " 
^ Common Fuctnr 




42 




Should 

Training fur 

Thusn LGs Bu 

CniiihiiifKi 
v 




Record Appf opriatG 
Group Lettur uii 
Yellow LP CuifiS for 
I huso LOs 



I 



Far further yu j cjanco, sue 
Manual, page H-42. 



44 



Ask Annthn SME or 
Your Supervisor to 
Review Your Su q lh, 1 oh n i] 
Lin ii Grouping Decisions 



Review by onuthnr parson will help reveal any rnisclassi fications in the 
1 1 1 u nroupinij nncJ/ur sequ^ncf nij of objectives. - - - 



ERIC 



Any 

Revisions Nuuderi 



Yes 



No 



! 
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Record Group Letter 
and Sequence ' uii 
LOD Shouts 



46 



M::kt! N'jlhIlU 

ReVlSlOHS 



e Fur maniple. Ss.M! MuiUitiL page H 4 h . 



48 

/tfave All 
Instructional 
Setting Groups Been 
-^elected for Se queue 
\ni g of T L Qs 



Yes 




40 



Any \ 
I n format i dm for 
Individuals Working i 
JJther ISO Blocks 

7 ^ 



No 



00 



Run uid Cum men is on 
ISP COORDINATION 
Sheet 



Durmtj thf! sE'tjunnciny and structuring process 
information may have btiun Libtai unci that wrrjlri too 
useful to persons who pL'rformed activities that led 
into this block. Similarly, information may have 
hetiii obtained that would be useful to per sons who 
will he f?nfj;}fjf}d in Instructional Systems Develop 
infinl steps tliat follow tins one. 



Comments aic recoided and submitted to 
nppi npriatf persons. 

For further (jm dunce, see Manual, pans H 4/. 
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